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KEY DATA ELEMENTS CORRECTION 
 

All data is important and should be updated and corrected, however for the upcoming data migration the 
following data elements should be TOP PRIORITY for your local, state, and federal reports. These elements can 
be corrected and/or updated on the General Information Page and the Projects Page in Compass Rose. 
 

1. General Information Page:  
The following fields should be completed on the client’s General Information Page: 

   

A. First Name 
B. Last Name 
C. Social Security Number 
D. Date of Birth 
E. Race 
F. Ethnicity 
G. Gender 
H. Veteran Status 
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2. Projects Page (Housing Status) : 
 
To update the Housing Status on the Projects Page: (1) Click the PROJECTS Tab in the Client Visit Menu 
(2) Identify the correct project (3) Click the Edit icon (pen & pad) (4) Make corrections and Click Save. 

 
The following fields should be completed on the client’s Projects page: 
 
A. Housing Status (at entry) 
B. Zip Code of Last Permanent Address 
C. Residence Prior to Program Entry 
D. Disabling Condition 
E. Destination 
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3. Projects Page (Income): 
 

To update the Income on the Projects Page: (1) Click the PROJECTS Tab in the Client Visit Menu (2) Identify 
the correct project (3) Click the Edit icon (pen & pad)  (4) Click HERE to add or edit HEALTH/Finance 
Information (5) Complete the Entire Finance Wizard by making corrections (6) Click “Next” to save the 
information. 
 
Verified Dates for Income & Non-Cash Benefits need to match the Project Enrollment & Project Discharge 
Dates 

 

 Income (at entry) 

 Non-Cash Benefits (at entry) 

 Income (at exit) 

 Non-Cash Benefits (at exit) 
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4. Projects Page (Special Needs): 
 

To update the Special Needs Section on the Projects Page: (1) Click the PROJECTS Tab in the Client Visit 
Menu  (2) Identify the correct project (3) Click the EDIT icon (pen & pad)  (4) Click HERE to add or edit 
“SPECIAL NEEDS” Information (5) Complete the Entire SPECIAL NEEDS Wizard by making corrections (6) 
Click “Next” to save the information. 
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There should be a response for EVERY field, including secondary questions. This should be completed at Entry 
and Exit for the client. 

  
 Substance Abuse 

 Physical Disability 

 Mental Illness 

 HIV/AIDS  

 Domestic Violence 

 Development Disability 

 Chronic Health Condition 

 
Click SAVE at the bottom of the page  
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DATA CLEANING REPORTS 
 

1.   HUD Annual Performance Report (Part I) 
This report will assist you in identifying any areas of concern regarding your data. The overall goal to 
having quality data is to avoid or minimize the following results:   
 

 Missing data 
 Don't Know/Refused data  

 
Complete the following steps to access the HUD Annual Performance Report (Part I): 

A. From the Reports Menu: Click Statistical 
B. Categories: HUD APR Format 
C. Report: HUD APR Part I (Do Not Filter) 
D. Format : PDF 
E. Filter: No 
F. Enter your Begin and End Dates  
G. Select your Project or Program Name 
H. Click RUN 
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Example of HUD Annual Performance Report (Part I): 
This reports helps identify areas of concern for the project’s data.  

 
 

 
 
 
 
 
 

 
 

Your Agency Name 

Your Name 

Your Program/Project Name 
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2. Project Enrollment & Discharge Export 
 

Program Enrollment and Discharge Export can be used to identify the client records that are causing the 
data issues identified on your HUD APR Part I report. This report includes ALL client records that were 
enrolled and/or discharged from ANY project within your agency during the time period you entered.  

 
 

A. From Reports Menu: Click Data Export 
B. Categories: Project Information 
C. Report: PED - Project Enrollment & Discharge 
D. Format : CSV 
E. Enter the Begin and End dates 
F. Click RUN 
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Example of the Project Enrollment and Discharge Report (PED): 
 

 
 
****If you have more than one project, you may want to Sort or Filter the report by the Project name**** 
 
 

 

 

 

 

 

 


